
Steps for Submitting Final Grades: 

1. Log into myAthens Portal. 
 

2. Select MyAthens Faculty on the left hand navigation menu (under Tools) 
 

 
 
 

3. Select Faculty Grade Entry 
 

https://myathens.athens.edu/


 
 
 

4. Locate the course you wish to insert grades for 
a. Typing the Course Name or CRN in the Search Bar can quickly find the 

course 
b. Clicking “Grading Status” twice will pull the courses in which you are an 

instructor in to the top of the list 
 

 
 

5. Once you have located the course, click on the row.   
 



 
 

6. Scroll down to view the course roster.  The course roster for the selected course will 
appear below the course list. 
 

 
 
 

7. Enter each student’s letter grade in the Final Grade drop down menu.  If the Last 
Date of Attendance for the grade was required and IS NOT locked with a pre-
populated value, insert the last date of attendance.  If the letter grade of the student 
did not require a last date of attendance to be entered, then leave the value that is 
already pre-populated in the system. 
 



 
 
 

8. Once all grades have been entered, scroll to the bottom of the page and click Save. 
 

 
 
 

9. If done correctly, you should receive a green message in the upper right-hand corner 
of the screen confirming the grades were saved. 

 
 
 

10. If you have another course to enter grades for, scroll to the top of the page and 
locate the course.  Repeat Steps 4-9 located above for each course you are entering 
grades for. 
 
 

 

 


